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Procurement Card General Guidelines 

Introduction - Purpose 

The Procurement Card  Program has been established as a service to campus departments.  

This program enables departments the convenience  of a University  Procurement Card to 

purchase goods and services .  

The University benefits from the use of the PCard because our  procurement process 

facilitates payment s in a more efficient and cost-effective manner.  

Introduction - Caution 

While we encourage its use, d epartments are required to follow the established rules and 

procedures listed in this manual.   

All cardholders will be held accountable for their actions.  

The Procurement Card Program cannot be used to avoid or bypass appropriate purchasing 

procedures or bidding requirements.   

The Procurement Card Program is designed to work side by side with existing purchasing 

procedures and to empower the cardholder to make needed purchases without delay and 

with minimal paperwork.  

Items purchased using the PCard that need to be shipped to a specific address should only 

be sent to addresses within the University campuses, or special permission will be 

required .  
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Required  

Online training materials are available for use of the PCard and all new cardholders are 

required to review the  instruction guides.  

The cardholder will be required to sign a “Procurement Card Agreement” , where in you 

agree to use the Procurement Card for University purchases only and will comply with all 

requirements  set out by the department. 

 
Using the PCard 
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Card Use by the Assigned User (continued) 
 

�x Obtain an itemized receipt of your transaction from the vendor.  

o If the purchase is via the internet, telephone or mail, print 

what information you have that aids in documenting the 

purchase . Also request an itemized  receipt from the vendor 

at delive ry or when 
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Pyramiding 

Another restricted use of the PCard  is called Pyramiding, which 
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See the Zip Card website for a complete list of merchants. 

Guns, Weapons, Ammunition or 

Other Explosive Devices 

Hazardous Chemicals 
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Record Retention 

Record Retention Responsibilities  

As required by IRS regulations and OMB circulars, all purchases must be properly 

documented.   

Specifically, transactions must be supported by original, itemized,  receipts.   
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Supervisor’s Responsibilities 

It is the supervisor’s responsibility to approve all charges made on the Procurement Card in 

their area within 7 days of cardholder’s verification in WORKDAY . 

Audit/Review 

All Procurement cards are randomly audited  by the University Internal Auditors , or external 

auditors.  

The Department of Purchasing conducts  rT
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Card User Agreement 

�x Procurement Card Users (Card Users) agree to accept responsibility for the protection 

and proper use of the Card as outlined in this Manual.   

�x Card Users agree that the Card may be used only for authorized University business and 

that such use shall conform to all University rules and policies .  

�x Card Users agree that no personal expenses will be charged to the Card per the 

Department Card Use & Agreement  

�x Card Users agree that the Card may not be used to purchase restricted items as 

described in the aforementioned Rules or in this Manual.   

�x Card Users understand and agree that improper, fraudulent, or any unauthorized use of 

the Card is a serious violation and may result in disciplinary action, up to and including 

termination of employment.   

�x 
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